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ADM NI STRATI VE MANAGEMENT

1. Activation/Deactivation

a. Activation nessage/ conmencenent nenorandum has been sent to DFAS-
KC/ FSJ, DFAS-KC/ FPA and HOQMC/ M. (Ref: MCTFSAPSM par. 0401011. A and DODFMR
Vol . 5, Par 020401) Yes ~# No ~# NA ~

Remar ks:

b. Deactivation message has been sent to DFAS-KC/ FSJ, DFAS-KC/ FPA and
HQVWCO/ M. (Ref: MCTFSAPSM par 0401011. Yes ~# No /7 NA ~

Remar ks:

2. MOS Trai ni ng

a. FEffective MOS training is being conducted to maintain MOS
proficiency. The programincludes a review of changes in any financial
regul ations, |aws, and decisions. (Ref: MCO 1510.75A; MOS Manual ; and FMFM
0-1) Yes »# No /7 NA ~

Remar ks:

3. Internal Controls

a. An effective internal audit programis in place and provides
information to the finance officer regarding: (1) performance is effective,
efficient, and econonical; (2) managenent policies are adhered to; (3) |aws
and regul ations are being conplied with; and (4) unauthorized, fraudulent or
otherwi se irregular transactions or activities are being prevented or
di scover ed. (Ref: MCTFSAPSM par. 130206) Yes »# No /7 NA ~

Remar ks:

b. The responsibility for duties and functions is appropriately
segregat ed between authorization, performance, keeping records, custody of
resources, and review. The system ensures proper internal checks on
performance and minim zes opportunities for unauthorized, fraudulent, and
i nproper acts. (Ref: MCTFSAPSM par. 130204) Yes ~# No ~# NA ~

Remar ks:




ADM NI STRATI VE MANAGEMENT

c. Witten internal control procedures have been established for the
regul ar and random revi ew of finance office adm nistration, to include audit
procedures, billet responsibilities, docunent flow within the office, and
rel ati onships with other organizations. These procedures are conplied with
and updated as needed. (Ref: MCTFSAPSM par 110103 and 130201)

Yes # No # NA ~

Remar ks:




PERSONAL RECORD ACCOUNTANT ( PRA) AUDI T

1. Auditing Pay and Travel Records for Disbursing and Fi nance Personnel

a. The DO FO receives the Pay and Travel Report (Part 1 and 2) from DFAS-
KC/FSJ electronically, or by US. Mil, on a nonthly basis. (Ref: MCTFSAPSM
par. 090409) Yes ~# No » NA ~

Remar ks:

b. The DO FO, or designated representative, thoroughly audits, validates
and annotates the PRA Audit Report each nmonth. (If erroneous transactions
are detected on the report, what action has been taken? |If fraudul ent
irregularities are detected, has the DOFO notified the CO? |If so, has the
CO convened an audit and/or investigation and reported the | oss to DFAS-
DFDB/ KC?) (Ref: MCTFSAPSM par. 090409 (DODFMR, Vol. 5, par. 060103))

Yes 7 No »# NA ~#

Remar ks:

c. The DO FO or designated representative, retains the current and
previous three nonths of the PRA Audit Report. (Ref: MCTFSAPSM par. 090409)
Yes # No # NA ~

Remar ks:

d. Witten internal control procedures have been established regarding
the auditing and mai ntenance of the PRA Audit Report, to include audit
procedures, billet responsibilities, docunent flow within the office, and
rel ati onships with other organizations. These procedures are conpiled with
and updated as needed. (Ref: MCTFSAPSM par 110103 and 130201)

Yes # No # NA ~

Remar ks:




PUBL| CATI ONS AND MESSAGES

1. Publications & Messages

a. The office maintains current finance related publications reflected in
the nost recent catal og of publications. (Ref: MCTFSAPSM par. 130202. F and
MCO P5600. 31G, par. 3206) Yes »# No »~# NA ~

Remar ks:

b. The office receives and retains MCTFS nessages, Di sbursing Advisories,
Accounting Advisories, SAGCs, SAANs, PAANs, TANs and Interim Changes to the
DODFMR Vol . 5, 7a, and 9. (Ref: MCTFSAPSM par. 060109) Yes ~# No ~ NA ~

Remar ks:




PUBL| CATI ONS AND MESSAGES

2. MCAAT DO/ FO/ MEU Publ i cati ons Checkli st

Downl oad updated list fromwebsite.



Fl SCAL
SECURI TY

1. Ofice

a. Wndows are barred and doors are | ocked at all tines after business
hour s. (Ref: DODFMR Vol . 5, par. 030302. B3) Yes ~# No ~# NA ~

Remar ks:

b. Access to the working area is marked “AUTHORI ZED PERSONNEL ONLY”.
(Ref: DODFMR Vol . 5, par. 030302.B4) Yes ~# No /7 NA ~

Remar ks:

c. Ofice security and security equipnent is inspected sem annually by
the Disbursing Oficer/Finance Oficer or designee for proper operation and a
record of the inspections are maintained on file.

(Ref: DODFMR Vol . 5, par. 030302.B) Yes ~# No ~# NA ~

Remar ks:

2. Fund Cont ai ners

a. Vaults and safes are not accessi ble to unauthorized persons.
(Ref: DODFMR Vol . 5, par. 030302. B1) Yes ~# No ~# NA ~

Remar ks:

b. Al cash, blank U S. Treasury checks and bl ank depositary checks are
kept in a vault, safe, or security container that nmeets the ninimum security
standards prescribed by the Volume 5. (Ref: DODFMR Vol. 5, par. 030302. B10)
Yes ©#Z No & NA ~#

Remar ks:

c. Fund containers that are either on rollers or weigh | ess than 750
pounds are stored in a vault or secured in such a way as to prevent novenent.
(Ref: DODFMR Vol. 5, par. 030302.B11) Yes »# No /7 NA ~

Remar ks:




Fl SCAL
SECURI TY

d. The conbination of all vaults, safes, and fund contai ners are changed
at least once every six (6) nonths and upon relief, transfer, separation, or
di scharge of the Marine accountable. (Ref: DODFMR Vol. 5, par. 030302. B13)
Yes ~# No ~# NA ~

Remar ks:

e. A record of combination changes is kept inside each vault, safe, or
container. The record shall be dated and signed by the Marine accountabl e.
(Ref: DODFMR Vol . 5, par. 030302.B14) Yes ~# No ~# NA ~

Remar ks:

f. A shield made of cardboard or other suitable material to limt the
possibility of the conbination being observed conceals the dial to the vault,
safe, or container. (Ref: DODFMR Vol. 5, par. 030302. B15)

Yes # No # NA ~

Remar ks:

g. The name and phone nunber of the Marine accountable is posted on the
i nside of the vault, safe, or container. (Ref: DODFMR Vol. 5, par.
030302. B16) Yes # No # NA ~

Remar ks:

h. Security devices for the check signing machines, neters, and plates
are kept in the custody of the DO FO or authorized deputy at all tines.
(Ref: DODFMR Vol . 5, par. 030302. B5) Yes ~# No ~# NA ~

Remar ks:




Fl SCAL
PUBLI C FUNDS MANAGEMENT

1. Public Fund Authorization

a. Requests for approval to hold cash at personal risk from approving
authority are held on file for all personnel handling cash and ot her
docunents that are accountable. (Ref: DODFMR Vol. 5, par. 030104)

Yes # No # NA ~

Remar ks:

b. Witten instructions are provided to all deputies, agents, cashiers,
and custodi ans regardi ng the proper care and handling of cash and ot her
docunents that are accountable. (Ref: DODFMR Vol. 5, par. 030302. B9)

Yes 7 No »# NA ~#

Remar ks:

c. Signature card (TFS Form 5583) and speci men signatures (TFS Form
3023) are subnmitted to DFAS-KC/ FSJ for all appointed disbursing officers and
deputies that do not currently have signatures on file with DFAS-KC
(Ref: DODFMR Vol . 5, par. 020306) Yes »# No /7 NA ~

Remar ks:

d. Letters of revocation are issued to the individual when the duties
assigned the deputy, agent, or cashier, are termnated. (Ref: DODFMR Vol. 5,
par. 020305.E and 020603.F) Yes »~# No ~# NA ~

Remar ks:

2. U.S. Treasury Check Control

a. Inventory of blank checks, both working and bul k stock, determn ned
that checks are being properly issued. (Ref: DODFMR Vol. 5, par. 070601)
Yes # No # NA ~

Remar ks:

b. Ofice is conducting and mai ntai ni ng check stock inventory at |east
once every 60 days. (Ref: DODFMR Vol. 5, par. 070109) Yes »# No »~ NA ~

Remar ks:




Fl SCAL
PUBLI C FUNDS MANAGEMENT

c. The DO FO naintains a blank check control log for each series of
checks used and a working stock log for checks issued to personnel for
preparation. (Ref: DODFMR Vol. 5, par. 070108 and 070109) Yes »# No ~# NA ~

Remar ks:

3. U S. Treasury Check |Issue Reporting

a. Ofices are required to submt check issue reporting for all U S
Treasury check issued no |ater than 4 workdays after close of business of the
week in which the issue dates occur and no |ater than 2 workdays after nonth
end. (Ref: DODFMR Vol. 5, par. 090101, 090102 and EUCE Di sbursing Application
User’s Manual UM12) Yes ~# No ~Z NA ~

Remar ks:

b. Witten internal control procedures have been established for
processing U. S. Treasury check issue reporting, to include audit procedures,
billet responsibilities, docunent flow within the office, and relationships
wi th other organizations. (Ref: MCTFSAPSM par. 110103) Yes ~# No ~# NA ~

Remar ks:

4. Deposit Activity

a. Cash in excess of the ambunt required and authorized for official
purposes is deposited pronmptly. (Ref: DODFMR Vol. 5, par. 030302.B2)
Yes # No # NA ~

Remar ks:

b. SF 215 Deposit Ticket for cash or receipts (personal checks, nobney
orders, and other non-Treasury negotiable instrunents) are delivered to a
desi gnated depositary daily or when accurul ati on of cash or receipts reaches
$5, 000. 00. (Ref: DODFMR Vol 5, par. 050201) Yes » No »# NA ~

Remar ks:

10



Fl SCAL
PUBLI C FUNDS MANAGEMENT

c. Separate deposit tickets are produced when depositing cash and
receipts with a Federal Reserve Bank (FRB). (Ref: DODFMR Vol 5, par. 050201)
Yes ©#Z No »# NA ~#

Remar ks:

d. Deposit tickets nailed to an FRB while deployed are mail ed at |east
weekly via registered mail. (Ref: DODFMR Vol. 5, par. 050201)
Yes # No # NA ~

Remar ks:

e. SF 5515 Debit Vouchers received froma servicing depositary are
i mediately recorded in the DD 2657 (Daily Statement of Accountability) on
the day received and reported in the SF 1219 (Statenment of Accountability)
for the month in which received. (Ref: DODFMR Vol . 5, par. 050302. A)
Yes ~# No ~# NA ~

Remar ks:

f. Ofices that have obtained access to the Ca$h-Li nk Agency Access
System use the systemto reconcile deposit activity at |east once a week.
(Ref: DODFMR Vol . 5, par. 050416) Yes »# No ~# NA ~

Remar ks:

g. Witten internal control procedures have been established for
adm ni stering deposit activity, to include audit procedures, billet
responsi bilities, document flow within the office, and relationships with
ot her organizations. (Ref: MCTFSAPSM par. 110103) Yes ~# No ~# NA ~

Remar ks:

5. Di shonored Check Processing

a. Dishonored checks are reported via disbursing diary and are processed
agai nst the nenber's pay account, utilizing the correct TTC SEQ (695 000).
(Ref: MCTFSAPSM par. 0703018.F) Yes ~# No ~# NA ~

Remar ks:

11



Fl SCAL
PUBLI C FUNDS MANAGEMENT

b. If the debt exceeds 2/3 of the menber's disposabl e pay, the D sbursing
O ficer establishes a nonthly |iquidation schedule to collect the debt over
the fewest possible pay periods to nmininmize collection costs.
(Ref: MCTFSAPSM par. 0703018. F) Yes ~# No ~# NA ~

Remar ks:

c. Mermorandum (Notification of Di shonored Check) is prepared and
forwarded with the original dishonored check to the Marine via the Conmandi ng
Oficer. (Ref: MCTFSAPSM par. 0703018. F) Yes ~# No ~# NA ~

Remar ks:

d. Witten internal control procedures have been established for
processi ng di shonored checks, to include audit procedures, billet
responsi bilities, docurment flow within the office, and relationships with
ot her organi zations. (Ref: MCTFSAPSM par. 110103) Yes ~# No ~# NA ~

Remar ks:

6. Foreign Currency Requirenents

a. Foreign currency is procured for paynent of vendor clains through a
DOD Contract MBF, U.S. Governnent Sources (U.S. Treasury, other DOD DGCs,
Ameri can Enbassy or legation, etc.) if available. (Ref: DODFMR Vol. 5, par
130203 & 130204) Yes ~# No ~# NA ~

Remar ks:

b. Foreign currency procured through comercial sources is acconplished
at the fixed legal rate of exchange or the non-fixed | egal rate of exchange
after acquiring at least three bids, if available. (Ref: DODFMR Vol. 5, par.
130207 & 130208) Yes »# No ~# NA ~

Remar ks:

c. Disposition of excess foreign currency is nade only to authorized
DOD personnel or DOD di sbursing officers. (Ref: DODFMR Vol. 5, par. 130301 &
130302) Yes ~ No » NA ~

Remar ks:

12



Fl SCAL
PUBLI C FUNDS MANAGEMENT

d. Witten internal control procedures have been established for
admi ni stering foreign currency requirenents, to include audit procedures,
billet responsibilities, docunment flow within the office, and relationships
with other organizations. (Ref: MCTFSAPSM par. 110103) Yes »# No ~ NA ~

Remar ks:

7. Cross Disbursenment Processing

a. In accordance with the Under Secretary of Defense Menp dated 28
February 1996, cross di sbursenents are only allowed on a linmted basis, and
processed in accordance with current regulations. (Ref: MCTFSAPSM Chap. 5 &
MCTIM Chap. 12) Yes »# No ~Z NA ~

Remar ks:

8. Quarterly Cash Verification

a. The report includes the date and tinme of the verification, cash on
hand, together with all docunents supporting collections and di sbursenents,
and whether or not it is in agreenent with the last daily statenent of
accountability. (Ref: DODFMR Vol. 5, par. 030201.D and Appendi x. A)

Yes # No # NA ~

Remar ks:

b. The verifications are conducted each quarter and at irregul ar
i nterval s. (Ref: DODFMR, Vol. 5, par. 030201.C and Appendi x A)
Yes ©#Z No & NA ~#

Remar ks:

c. The verifying official(s) have nade an entry on the face of the DO s
daily statement of accountability, setting forth the result of the
verification in substance as foll ows:

"On -(date) at (time), the undersigned verified by actual count, cash in
t he amount of $ , together with all docunents supporting

col l ections and di sbursenments, which (is)/(is not) in agreenent with the
| ast daily statement of accountability.

Si gnature and Rank of Verifying Oficial
(Ref: DODFMR, Vol. 5, par. 030201. D) Yes ~# No ~# NA ~

Remar ks:

13



Fl SCAL
COUNT OF OFFI Cl AL AND PUBLI C CASH

Amount Aut hori zed $

Nane Rank/ Rat e Activity/Location
Titl el Position: Di sbursi ng/ Fi nance Officer _ Deputy
Agent Cashier _~ Oher __
DENOM NATI ON BULK WORKI NG | SSUE TOTAL
NO. | AMOUNT NO. | AMOUNT NO. | AMOUNT
BILLS
$100
$50
$20
$10
$5
$2
$1
CO NS: ($10) . 50
($10). 25
($5).10
(%$2).05
($.50).01
Total U S. Cash Count........... ...t $
O her Cash Itens (List on Reverse)............ .. $
Recei pts From Agents (2114’ S). .. ... ... $
Undeposited Checks. .. ........ . i $
@ 1 =T $
Total Cash and Vouchers Carried as Cash....................... $
QL her ASSEL S. . ittt $
Recei pts From Agents (2114’ S). .. ... .. $
Di shonored Checks. ...t e $
@ 1 =T $
Total Other ASSetsS........ .t $
Grand Total . ........ . $

| certify that cash and vouchers carried as cash in the anbunt of $
as |listed above, were counted by ne in the presence of on this
date. The anmount verified above is ~, is not »/, in agreement with the daily
statenment of accountability.

Anal yst - Dat e

| certify that cash and vouchers carried as cash in the anount of
as listed above, were returned to me intact on this date by the MCAAT anal yst
whose signature(s) appear above.

Di sbursi ng/ Fi nance O ficer or Agent Dat e

14



Fl SCAL
ELECTRONI C COVMERCE

1. Returned Electronic Fund Transfer (EFT) Paynents

Resci nded by DFAS-KC effective 19 Septenber, 2000.

15



PAY

1. NAVMC 11116

a. The finance office receives, tracks, and processes NAVMC 11116
Speci al Payments in one working day and NAVMC 11116 Pay Adjustnents in two
wor ki ng days. (Ref: PAAN 52-00 and MCTFSAPSM par. 130102. A)

Yes ~# No ~# NA ~

Remar ks:

Ti mel i ness of processing NAVMC 11116s from date of receipt.

# of days: 1 2 3+ Requi r ed
Paynent s (1 day)
Adj ust nent s (2 days)

b. Witten internal control procedures have been established for
processi ng NAVMC 11116s include audit procedures, billet responsibilities,
docunent flow within the office, and relationships with other organizations.
(Ref: MCTFSAPSM par. 110103) Yes ~# No ~# NA ~

Remar ks:

2. Non-Appropriated Fund Instrunmentalities

a. Delinquent debts for the Deferred Paynent Pl an/Honme Layaway Program
CGover nment Phone Service; Governnment Housi ng Danege; Trailer lot/rental; and
Health and Confort items are reported via diary and are processed agai nst the
menber's pay account, utilizing the correct TTC and one-digit purpose code.
(Ref: MCTFSAPSM par. 0703019) Yes ~# No ~# NA ~

Remar ks:

b. If the debt exceeds 2/3 of the nmenber's di sposable pay, the Finance
O ficer establishes a nonthly |iquidation schedule to collect the debt over
the fewest possible pay periods to minimnmize collection costs.
(Ref: MCTFSAPSM par. 0703019. Clc) Yes ~# No ~# NA ~

Remar ks:

16



PAY

c. Copy of PAAis forwarded to the Marine via the Commandi ng O ficer
containing informati on of the checkage effective date. (Ref: MCTFSAPSM par
0703019) Yes ~# No /7 NA ~

Remar ks:

d. If checkage is not processed under the del ayed checkage process, the
Fi nance O ficer notifies the Marine within 5 days of becom ng aware of the
i ndebt edness, and then observes a waiting period of 30 days prior to
processi ng the checkage. (Ref: MCTFSAPSM par. 070303.B) Yes »# No ~ NA ~

Remar ks:

e. Witten internal control procedures have been established for
processing DD139s, to include audit procedures, billet responsibilities,
docunent flow within the office, and relationships with other organizations.
(Ref: MCTFSAPSM par. 110103) Yes ~# No ~# NA ~

Remar ks:

3. Wiivers of |ndebtedness

a. Applications for waiver and reni ssion of indebtedness are endorsed
and forwarded to the DFAS-POCT/DE within 10 working days of receipt.
(Ref: MCTFSAPSM par. 100101.J3) Yes ~# No /7 NA ~

Remar ks:

b. Diary related entries are perforned prior to the endorsenent's
conpl etion. (Ref: MCTFSAPSM par. 100101.J3a) Yes »# No »~ NA ~

Remar ks:

c. Witten internal control procedures have been established for the
wai ver of indebtedness process to include audit procedures, billet
responsi bilities, docurment flow within the office, and relationships with
ot her organizations. (Ref: MCTFSAPSM par. 110103) Yes ~# No »# NA ~

Remar ks:

17



PAY

4. Check Handling

a. The office is ensuring that personnel signing for all checks, or
signing official documents are authorized by NAVMC 11119.
(Ref: MCTFSAPSM par. 0801012) Yes ~# No ~# NA ~

Remar ks:

b. The office is attenpting to deliver all treasury checks to the payee.
Mlitary pay checks not delivered within 60 days are cancel ed and input as
credits to the Marine's MWA via diary. Travel checks not delivered within
60 days are canceled, listed on a SF 1098 Schedul e of Cancel ed or Undelivered
Checks and credited to funding appropriation via the KC E&C System
(Ref: MCTFSAPSM par. 050307 and DODFMR, vol. 5, par. 080301)

Yes ©#Z No »# NA ~#

Remar ks:

c. Upon receipt of the checks from DFAS-KCC, the finance office verifies
t he checks received agai nst the check transnittal furnished, and when it is
determ ned that all checks have been received, conpletes, authenticates, and
returns the first endorsenent of the transmittal to the DFAS-KCC. |If any
checks are mssing the Finance Oficer states the exceptions in the body of
the transnmittal, and conpl etes, authenticates, and returns the first
endorsenent to DFAS-KCC. The transmittal is returned no later than the first
wor ki ng day after the date of receipt. (Ref: MCTFSAPSM par. 050203)
Yes # No & NA ~

Remar ks:

d. Witten internal control procedures have been established for
handl i ng and canceling checks to include audit procedures, billet
responsi bilities, docurment flow within the office, and relationships with
ot her organizations. (Ref: MCTFSAPSM par. 110103) Yes £ No ~ NA ~

Remar ks:

5. Docunent Transmittal Letter (DTL) Processing

a. DILs are forwarded as required to DFAS-KC. (Ref: MCTFSAPSM par.
070104. F2p, 080103.Bl1 and 080104, and MCTFSB&A Manual, par. 030201. A)

W 2Cs ( DFAS- AHR/ KC) Yes # No # NA ~
Payr ol | s ( DFAS- AHR/ KC) Yes © No & NA ~
ABAs ( DFAS- KC/ FCTPT) Yes # No # NA ~

Remar ks:

18



PAY

b. Witten internal control procedures have been established for DTL
processing to include audit procedures, billet responsibilities, document
floww thin the office, and relationships with other organizations.

(Ref: MCTFSAPSM par. 110103) Yes ~# No ~# NA ~

Remar ks:

6. On-Line Diary

a. Copies of certified on-line diaries are maintained on file for the
current nonth, plus two previous nonths. (Ref: MCTFSAPSM par. 090203. 4D)
Pay: Yes © No & NA ~
Seps: Yes »# No ~Z NA ~
Travel /| ATS: Yes # No # NA ~

Remar ks:

b. The finance officer, deputy finance officer, or designated agent
cashier or certifier, as applicable, signs the |ast page of the diary for
certification. (Ref: MCTFSAPSM par. 090203.4C) Yes ~# No »# NA ~

Remar ks:

c. ELSIGs are safeguarded by nenorization so that only the individual
will knowit. (Ref: MCTFSAPSM par. 090203. A3a) Yes © No & NA ~

Remar ks:

d. The ELSIGs for personnel who are transferred, discharged, or have not
been changed (60 days) are deleted fromthe active ELSIG file for the office.
(Ref: MCTFSAPSM par. 090203. A3b) Yes # No # NA ~

Remar ks:

e. GQuidelines have been established to ensure the proper input of on-
line diary EFT paynents (TTC 699) for those travelers (MEUs ONLY) that have
el ected payment via direct deposit vice cash or U S. Treasury check.

(Ref: MCTFSAPSM par. 050305) Yes »# No /7 NA ~

Remar ks:
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PAY

f. Witten internal control procedures have been established for on-Iline
diaries to include audit procedures, billet responsibilities, docunent flow
within the office, and relationships with other organizations.

(Ref: MCTFSAPSM par. 110103) Yes »# No /7 NA ~

Remar ks:

7. System Cenerated Reports

a. SPLs are reviewed and are retained for the current nonth, plus the
past two nonths. (Ref: MCTFSAPSM par. 0903011.B) Yes »# No »~# NA ~

Remar ks:

b. Al amounts are verified for accuracy, and those that can be
expl ai ned are not changed. Adjustnments are made for those that cannot be
expl ai ned. (Ref: MCTFSAPSM pars. 50203, 50412.2c, 80120.2, and 090311.C
Yes ~# No ~# NA ~

Remar ks:

c. Witten internal control procedures have been established for
adm ni stering SPLs, to include audit procedures, billet responsibilities,
docunent flow within the office, and relationships with other organizations.
(Ref: MCTFSAPSM par. 110103) Yes ~# No 7 NA ~

Remar ks:

d. Master Error Control File (MECF): Al errors/discrepancies are
audited and corrected within 3 working days fromthe date they are detected.
(Ref: MCTFSAPSM par. 090307.B2) Yes ~# No ~# NA ~

Remar ks:

e. Advisory and Inconsistent Condition Report: The Advisory and
I nconsi stency Report is audited and all necessary corrective actions are
i nput and annotated as soon as possible, but not later than md month UE
(Ref: MCTFSAPSM par. 090307.B3) Yes ~# No ~# NA ~

Remar ks:
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PAY

f. Witten internal control procedures have been established for
admi ni stering on-line reports to include audit procedures, billet
responsibilities, document flow within the office, and relationships with
ot her organi zati ons. (Ref: MCTFSAPSM par. 110103) Yes ~# No ~ NA ~

Remar ks:

g. SERs are extracted fromthe MWA and are being retained for the
current nonth, plus the past two nonths. (Ref: MCTFSAPSM par. 0903012)
Yes ~# No ~# NA ~

Remar ks:

h. The office is researching all three parts of the SER Parts Il and
I1l must be researched for those entries that pertain to a pay status change
(i.e., to appellate | eave, drop declared a deserter, and join from
desertion). Appropriate action is taken to prevent overpaynent and to input
those entries that will curtail out-of-service debt. (Ref: MCTFSAPSM par.
0903012.B) Yes ~ No ~# NA ~

Remar ks:

i. Witten internal control procedures have been established for
admi ni stering SERs to include audit procedures, billet responsibilities,
docunent flow within the office, and relationships with other organizations.
(Ref: MCTFSAPSM par. 110103) Yes »# No 7 NA ~

Remar ks:
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8. Non-Pay Status

a. POE codes changed to 00001 for UA, CONF, |HCA |HFA APP LV, and
Desertion in excess of 8 days for Non-DD/ EFT POEs. (Ref: MCTFSAPSM par.
0102011 and 50103) Yes ~# No ~# NA ~

NOTE: Review current, plus 2 nmonths of SERs to identify the MWAs of Marines
in a UA deserter, IHCA |HFA and confined status. Use the listing to
ensure the follow ng action has been acconpli shed:

Revi ew MVPAs in bel ow cat egori es.
(1) Nunber Exami ned:

UA: Confi ned:
Deserter: | HFA:
| HCA: APP LV:

(2) Total errors detected:

(3) Total records with errors:

(4) Nunber of direct deposits not termn nated:

(5) Nunber of allotnents not stopped for | HCA/ | HFA and
menbers confined beyond ECC.

(6) Checks not recovered: $

(7) Number of prisoners in a non-pay status that have
clothing and small stores (C&SS) checkages charged to
their MWPA

Remar ks:

9. Joi nee Process

a. Processing and Audit
1. Upon receipt of the settled travel voucher, the office is pronptly
and accurately reporting the menber’s el apsed time using TTC SEQ 520 000.
(Ref: MCTFSAPSM par. 220105) Yes ~# No ~# NA ~

Remar ks:

2. Procedures are in place to conduct an audit after the 520 (El apsed
Time) has posted to the MWA. (Ref: MCTFAPSM par. 110105)
Yes 7 No & NA ~#

Remar ks:

b. The office is reporting a Wrst Case Scenario (WCS) upon receipt of
I nconsi stent Condition Report (ICR) advisory D4 or the TTC 520 (PCS El apsed
Time) Report using TTC SEQ 520 000. (Ref: MCTIM Chap. 10 and MCTFSAPSM par.
0903013) Yes ~# No ~# NA ~

Remar ks:
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c. Witten internal control procedures have been established for
adm ni stering the Joinee Process to include audit procedures, billet
responsibilities, document flow within the office, and relationships with
ot her organi zations. (Ref: MCTFSAPSM par. 110103) Yes »# No 7 NA ~

Remar ks:
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1. Separations Managenent

a. The office has established procedures to control NAVMC 11060s
recei ved at the finance office. (Ref: MCTFSAPSM par. 080108)
Yes ~# No ~# NA ~

Remar ks:

b. The office has established procedures to hold the NAVMC 11060 and DAS
until the LES for the nonth of separation is available for review and
forwards DASs to DFAS-KC (FCMS) within 45 working days after the date of
separation. (Ref: MCTFSAPSM par. 040401.Cl11) Yes »# No ~# NA ~

Remar ks:

c. The office has established procedures to forward the NAVMC 11060 and
DAS to DFAS-KC FCMS on a weekly basis. A separate docunent transnmittal
letter (DTL) is used to forward overpaid accounts, fraudul ent enlistnment
docunents, and zero-bal anced final settlenents. Transnittals are grouped in
SSN sequence and nunmbered consecutively by cal endar year with no nore than 50
cases per transmttal. (Ref: MCTFSAPSM par. 040401.Cl13) Yes ~# No ~ NA ~

Remar ks:

d. Witten procedures have been established for the regular and random
revi ew of the separations process to include audit procedures, billet
responsibilities, document flow within the office, and relationships with
ot her organi zati ons. (Ref: MCTFSAPSM par. 110103 and 130201)

Yes ~# No ~# NA ~

Remar ks:

2. Separation Entitlenents and Deductions

a. A NAVMC 11021 Di scharge Account Sunmary (DAS) is prepared for each
separation and is individually based on the MWA and the NAVMC 11060. The
amount due is conmputed through the date of separation. Ampunts that nay be
due for LSL, reenlistnment bonuses, or other separation entitlenents and/or
deducti ons such as recoupnents, excess |leave, forfeiture of pay, accelerated
checkage of indebtedness, etc. are considered in the conputation.

(Ref: MCTFSAPSM par. 040401. Cl1) Yes »# No /7 NA ~

Remar ks:
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b. The office has established procedures to ensure that a thorough
revi ew of MCTFS renmark and sunmary screens are reviewed to di scover any
errors which might exist in the MWA when preparing the NAVMC 11021 DAS for
those Marines being separated. The Conmanding Officer is notified as soon as
possible to verify the accuracy of the MMWPA to prevent a possible erroneous
paynment upon separation. (Ref: MCTFSAPSM par. 110105.D) Yes »# No »~# NA ~

Remar ks:

c. Allotnents are stopped if the systemdid not stop them \Wen a
menber is retiring, only term nate those allotnents requested by the nenber.
(Ref: MCTFSAPSM par. 040401. C2 and DFAS-KC 7220. 45R, par. 30402.C)

Yes # No # NA ~

Remar ks:

d. The office has established procedures to notify DFAS- PMCMS/ KC by
nmessage when a Marine has a "G' or "T" allotnent in effect.
(Ref: MCTFSAPSM par. 040401. C2) Yes »# No /7 NA ~

Remar ks:

e. DD EFT is termnated when it is determned that a Marine will be in
an overpaid status upon separation, when advised that a Marine is being
di scharged prior to the ECC date, or when notified by the commandi ng officer
that a Marine has been reconmended for an administrative di scharge.
(Ref: MCTFSAPSM pars. 040401.C3 and 50404.F2-F4) Yes ~# No ~# NA ~

Remar ks:

f. Final POE codes are reported within five worki ng days of separation.
Advi sory and nmaster error control file reports are audited to ensure
i nformation has posted. (Ref: MCTFSAPSM par. 040401.C5) Yes »# No »~ N A ~

Remar ks:

g. Al separation debits and credits are reported on the diary within
five working days of discharge/separation date. Advisory and master error
control file reports are audited to ensure informati on has posted.

(Ref: MCTFSAPSM par. 040401. C6) Yes ~# No ~# NA ~

Remar ks:
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h. The office has established procedures to process any necessary
credits, debits, or paynments to bal ance the MVWPA before the third U&E after
t he di scharge date, and prepares suppl emental di scharge summary sheets
reflecting calculations for the supplemental paynment. (Ref: MCTFSAPSM pars.
040401. C7 and 040401. C8) Yes ~# No ~# NA ~

Remar ks:

i. If the Marine is indebted upon separation, an attenpt is made to
apply the discharge travel settlenent amount to the Marine's debt, by
crediting the MWA via diary and preparing a collection voucher charging the
travel appropriation and crediting the pay appropriation. (Ref: MCTFSAPSM
par. 040401. C10; JFTR, Vol. 1; MCO P4650.37, and DODFMR, Vol. 7A, table 50-6,
rule 2, note 2) Yes »# No /7 NA ~

Remar ks:

j. The office has established procedures to ensure verification of
out standi ng travel advances, and deducts themfromthe final settlenent of
pay and all owances. The FO provides a statenent to the Marine confirmng the
amount of unreconciled travel advance, so that he can subnmit a travel claim
when substantiating docunents are |ocated. (Ref: MCTFSAPSM par. 130502. E
and MCTIM par. 20805) Yes »# No ~# NA ~

Remar ks:

k. The office has established procedures to collect Navy Marine Corps
Rel i ef Society |oans on Marines being separated prior to their EAS, when
notified by the NMCRS or when requested to do so by a nenber’s conmandi ng
of ficer. (Ref: MCO 7220.54 and MCTFSAPSM par. 70501. E)

Yes ©#Z No »# NA ~#

Remar ks:

. Credit for a canceled check is input when a check or EFT is returned
after the NAVMC 11060 and DAS are forwarded to DFAS, and no further action is
taken. Any suppl emental action is coordinated with DFAS/ FCM
(Ref: MCTFSAPSM par. 040401.C12) Yes # No # NA ~

Remar ks:
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1. Travel Managenent

a. Procedures are in effect to ensure clains are processed within 5 and
10 wor ki ng days from date of receipt, depending on the type of travel claim
(Ref: MCTIM pars. 30421 and 80421; MCO 4600. 40, and TAN 5-00)
Yes ~# No ~# NA ~

Remar ks:

Not e: CHECK ALL CLAI M5, PENDI NG SETTLEMENT, IN THE OFFI CE TO ENSURE 10
WORKI NG DAYS (5 FOR TAD CLAI M5) HAS NOT LAPSED.

Ti mel i ness of processing settlenent of clains fromdate of receipt.

# of days: 1-5 6- 10 11+ Requi r ed
PCS (10 days)
TAD (5 days)

b. Procedures are in effect to accept clainms substantiated with
supporting docunentati on. (Ref: DODFMR, Vol. 9, par. 080402. A 4)
Yes # No # NA ~

Remar ks:

c. Guidelines have been established to ensure conpliance with the
mandat ed random audit of travel vouchers. The Di shbursing/Finance O ficer
nmust establish procedures whereby he can identify which clains have been
audited. (Ref: DODFMR Vol. 9, par. 080101.C Yes »# No /7 NA ~

Remar ks:

d. Guidelines have been established to ensure the proper input of
alternate EFT accounts for those travelers that have chosen to use an account
other than their payday payroll direct deposit account. This will include
mai nt ai ni ng the requested alternate account information on file, and strict
control of the actual ability to access, change or alter the account
i nfornati on present in |ATS.

(Ref: MCTFSAPSM par. 130204) Yes »# No /7 NA ~

Remar ks:
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e. CQuidelines have been established to ensure that only authorized
Di sbursi ng/ Fi nance Agents have access to editing profiles within ATS to
change EFT account information. (Ref: Head, Finance Liaison & Technical
Services Branch, Programs and Resources Departnent letter, 7250, RFL-F8 dtd 7
Mar 00) Yes ~# No ~# NA ~

Remar ks:

f. The office has established procedures to verify alternate EFT account
information edited within | ATS.

1. If processing travel without use of SRD-1 (Ref: TAN 14-00);

a. The office ensures that all data produced by the |IATS, to
i ncl ude the MCTI R ASC and EFT. ASC files, passes all edits through the Data
Integrity Test Program (DI TP) prior to transmtting paynent to the DFAS-KC or
an appropriate operating |location (OPLOC) for payment. Yes »# No »~# NA ~

b. The Travel Oficer, or designee, produces the DI TP
Confirmation Report and reviews, verifies and signs the report daily.
Yes ©#Z No »# NA ~#

c. The office retains the signed DITP Confirmati on Report for 36
nonths. Yes »# No ~# NA ~

d. The office retains the alternate EFT forns until an updated
formis received fromthe traveler and retains the | ATS Downl oad File
di skettes for 5 working days prior to reformatti ng the di skettes.
Yes # No # NA ~

Remar ks:

2. If processing travel with use of SRD-1 (Ref: Head, Finance Liaison
& Techni cal Services Branch, Prograns and Resources Department letter, 7250,
RFL-F8 dtd 7 Mar 00)

a. The office prints and verifies the I ATS option (K), “List
Changed EFT Accounts”, on a daily basis. Yes ~# No 7 NA ~

b. The Travel Oficer, or designee, signs, dates, and retains
the option (K) list for a period of two years. Yes ~# No 7 NA ~

Remar ks:
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g. The disbursing/finance office has designated an individual to be
responsi bl e for processing secret or confidential travel orders.
(Ref: MCTIM par. 20901) Yes »# No /7 NA ~

Remar ks:

h. Witten internal control procedures have been established for
adm ni stering Travel claimprocessing and paynment, to include audit
procedures, billet responsibilities, docunent flow within the office, and
rel ati onships with other organizations. (Ref: MCTFSAPSM par. 110103)
Yes # No # NA ~

Remar ks:

2. Tenporary Additional Duty (TAD) Travel

a. Wen the DD Form 1351-2 contains the Authorizing Oficial’s (AO
signature, the office is not requiring a nodification to the orders for
expenses not listed in the orders or itinerary changes. (Ref: DODFMR, Vol.
9, pars. 080402.B and 080603) Yes ~# No 7 NA ~

Remar ks:

b. The DD Form 1351-2 is not being used as an Qpen Purchase
Aut hori zation to allow for the rei nbursenent of itenms that would normally be
obt ai ned t hrough other channels, to include supply and self serve, and itemns
that rmust be maintained on a RO account. This formis to be used for itens
listed in the references. (Ref: JFTR Chaps. 3, 4, and 5) Yes »~# No ~#/ NA ~

Remar ks:

c. Procedures are in effect to report TAD LV upon settlenment of TAD
travel clains. (Ref: MCTIM par. 100103.2) Yes ~# No ~# NA ~

Remar ks:

d. TAD advances are paid no nore than 3 working days prior to travel
conmenci ng. (Ref: MCTIM par. 80204. 4) Yes ~# No /7 NA ~

Remar ks:
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e. Paynent of advances for non-frequent travelers and frequent travelers
who have applied for, but not yet received the governnment charge card, are
conputed at 80 percent of the estimated cost, not to exceed the per diem
rate. Known items, (i.e. registration fees) are paid at 100 percent.

(Ref: MCTIM par. 80212) Yes ~# No ~# NA ~

Remar ks:

f. Advances are linmted to 30 days of entitlenment, and the day of
departure and day of return are advanced on a 75% basis. (Ref: MCTIM par.
80331 and TAN 1-91) Yes ~# No ~# NA ~

Remar ks:

g. Wen POV is authorized as nore advantageous to the governnent, 100
percent of the estimated MALT is advanced. (Ref: MCTIM pars. 80212.7 and
80213. 9) Yes ~# No ~# NA ~

Remar ks:

h. Witten internal control procedures have been established for
adm ni stering TAD travel processing and paynents, to include audit
procedures, billet responsibilities, docunent flow within the office, and
rel ati onships with other organizations. (Ref: MCTFSAPSM par. 110103)
Yes # No # NA ~

Remar ks:

3. Pernanent Change of Station (PCS) Travel

a. Copies of conpleted clains are forwarded to the Pay Section to ensure
i nput of elapsed tinme and pay entitlements (TTC SEQ 520 000). (Ref: MCTIM
pars. 100102, 100301, 100414 and 100421) Yes ~# No ~# NA ~

Remar ks:

b. Local D TY nove settlenents subject to taxes have the taxabl e wages
reported into the MVWA and the responsi ble finance office has settled the
claim (Ref: JFTR, par. U5320 and MCTFSAPSM par. 40701. 3)

Yes ~# No ~# NA ~

Remar ks:
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c. PCS advances are paid no nore than 10 worki ng days before detachnent,
or EFT paid nore than 13 worki ng days. (Ref: MCTIM par. 30203.3)
Yes ©#Z No »# NA ~#

Remar ks:

d. Witten internal control procedures have been established for
adm ni stering PCS travel processing and paynents, to include audit
procedures, billet responsibilities, docunent flow within the office, and
rel ati onships with other organizations. (Ref: MCTFSAPSM par. 110103)
Yes # No # NA ~

Remar ks:

4. Separations Travel

a. Advances, when requested, are nade no nore than 10 days prior to
separation or separation |leave. (Ref: MCTIM par. 50233) Yes ~# No ~# NA ~

Remar ks:

b. Marines are provided conplete instructions for the conpletion of the
travel claimand a blank clai mpackage. (Ref: MCTIM par. 50235)
Yes ~# No ~# NA ~

Remar ks:

c. A suspense file is maintained on Marines, paid an advance/received a
GIR for the nonth of separation plus 60 days, or until the travel claimis
settled, whichever occurs first. (Ref: MCTIM par. 50236.2 & TAN 1-93)

Yes ©#Z No »# NA ~#
Remar ks:

d. The separation travel suspense file is forwarded to DFAS-KCC (FJTQ
on the 61st day after the |last day of the nonth of separation.
(Ref: MCTIM par. 50236.3) Yes ~# No ~# NA ~

Remar ks:
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e. |If settlenent of separation travel results in indebtedness to the
governnment, the MCTFS checkages are reported and include a history statenent.
(Ref: MCTIM par. 50323) Yes »# No 7 NA ~

Remar ks:

f. The office has established procedures to nake travel paynments. |If
the Marine is indebted upon separation, an attenpt is nade to apply the
di scharge travel settlenment anmount to the Marine's debt, by crediting the
MWPA via diary and preparing a collection voucher charging the travel
appropriation and crediting the pay appropriation. (Ref: MCTFSAPSM par.
040401. C10; JFTR, Vol. 1; MCO P4650.37, and DODFMR, Vol . 7A, table 50-6, rule
2, note 2) Yes ~# No ~# NA ~

Remar ks:

g. Witten internal control procedures have been established for
adm ni stering separations travel advances, settlenment processing, and
paynments to include audit procedures, billet responsibilities, docunent flow
within the office, and relationships with other organizations.
(Ref: MCTFSAPSM par. 110103) Yes ~# No /7 NA ~

Remar ks:
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TRAVEL SAMPLE STATI STI CS

PCS

Mor’'s Per Diem

Mor’s MALT

Depn Per Di em

Depn MALT

DLA

TLE

Rei mbur seabl e
Expenses

TAD

Per Diem

Transportation

Rei mbur seabl e
Expenses
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MARI NE EXPEDI TI ONARY UNI T REQUI RENVENTS

1. Split Pay

a. Split pay paynents are made using the nost current RSPA |isted on the
“Notification of Split Pay” nessages produced by DFAS-KCC after the schedul ed
payday’s U&E conpletion. (Ref: MCTFSAPSM par. 050702.E) Yes »# No ~# NA ~

Remar ks:

b. Split pay accounts appearing as out of balance on the nost current
“Notification of Split Pay” nessages are reviewed for accuracy and changes
made to that schedul ed payday. (Ref: MCTFSAPSM par. 050702. G 2)

Yes ~# No ~# NA ~

Remar ks:

c. ATM deposit transaction report is retained with each split pay
payrol |l deposited into a U S. Navy ATM along with the name (signature and
print) and date of the U S. Navy representative accepting recei pt of the
payroll. (Ref: MCTFSAPSM par. 050702.F, DODFMR Vol. 5, par. 260801.B, and
Mermor andum for Di sbursing Oficers, 7200, RFL-F8 dtd 13 Jan 00)

Yes # No # NA ~

Remar ks:

d. ATMcard issuance is strictly maintained in a separate card issue |og
or sheet fromthe Navy DO to an authorized representative of the unit
adm nistration. (Ref: DODFMR Vol. 5, par. 260403) Yes ~# No »# NA ~

Remar ks:

e. Split pay accounts being closed with a “due” bal ance to the Marine
will be received fromthe Navy Di sbursing Ofice by U S. Treasury check made
payable to the Marine or cash. Cash received will be collected into the
Di sbursing Oficer’s account and a credit input via disbursing diary to the
Marine's account. (Ref: DODFMR Vol. 5, par. 260803.C) Yes ~# No ~# NA ~

Remar ks:
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f. Witten internal control procedures have been established for
adm ni stering split pay, to include audit procedures, billet
responsibilities, document flow within the office, and relationships with
ot her organizations. (Ref: MCTFSAPSM par. 110103) Yes ~# No ~# NA ~

Remar ks:

2. TAD Rations Credit for EUM TAD St at us Change

a. Procedures are in place to notify the unit that a manual TAD rations
credit by the Disbursing Oficer is required when Marines on pro/sep rations
in a EUM status change to a TAD status. (Ref: DODFMR Vol . 7A, par.

250302. B. 1 and 250501. A-D) Yes ~# No ~# NA ~

Remar ks:

b. Manual credit of TAD ration days are verified using the settled
travel claimor other appropriate docunent and input via disbursing diary
using the correct five-digit pay code. (Ref: DODFMR Vol. 7A, par. 250302.B.1
and 250501. A-D) Yes »# No /7 NA ~

Remar ks:

c. Witten internal control procedures have been established for
admi ni stering TAD rations credit, to include audit procedures, billet
responsibilities, document flow within the office, and relationships with
ot her organi zations. (Ref: MCTFSAPSM par. 110103) Yes ~# No ~# NA ~

Remar ks:

Note: The procedures |listed above are provided for information only. The
procedures provided should be used to determine if a discrepancy notice is
warranted to informthe adm nistration office of necessary corrective action.
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